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Student Association Event Checklist

All Cabinet Members must submit a completed Event Checklist to the Deputy Chief of Staff Programming, one (1) week prior to a specified event.  If the timeline is not submitted, the desired programming event will NOT be approved and may be cancelled.

Executive Director: 




















Event Name:  



    Event Date:





Event Location: All event locations must be booked before further programming can begin.  Please attach a copy of the location reservation form with this form.


The Event Location has been booked and the reservation form is attached 

Executive Director







  
Deputy Chief of Staff, Programming






Event Risk Management: All events that require security and/or will have alcohol served or present must be registered with Student Affairs 7 days in advance.  Please attach a copy of the registration to this form. (This item requires signature of the Deputy Chief of Staff, Operations)

The Event has been registered with the Office of Student Affairs and Deputy Chief of Staff, Operations and the registration form is attached

Executive Director







  
Deputy Chief of Staff, Operations







Event Logistics: All events requiring resources not available to SA must have request submitted to director of the event location.  This includes dinning/catering, light/stage/sound, or physical plant.  A Technical Rider will be required for most events.  Please attach a copy of the Technical Rider to this form.


The Event logistics have been reserved and the technical rider and registrations forms are attached

Executive Director







  
Deputy Chief of Staff, Programming






Event Offers and Contracting:  All Offers and Contracts must be sent to the Student Activities Coordinator AT LEAST 6 WEEKS PRIOR TO THE EVENT.  YOU MUST SUBMIT A ROUTING FORM WITH EACH OFFER AND CONTRACT.  The event is NOT secured until the contracts are signed.  SA CANNOT ADVERTISE UNLESS CONTRACTS ARE SIGNED!

The Event contracts have been submitted and signed by the designated parties with routing forms. (This item requires the signature of the Student Activities Coordinator)

Executive Director







  
Student Activities Coordinator







Event Budget and Invoicing: All events will require the submission of a budget to the SA Treasurer at least 4 weeks prior to the event. All payment for services of events must be completed with an invoice (preferably with a contract).  All check request invoices must be completed AT LEAST 2 WEEKS PRIOR TO THE EVENT.


The Event invoice requests have been submitted and signed by the designated parties. (This item requires the signature of the Treasurer and Student Activities Coordinator)

Executive Director







  
SA Treasurer









Student Activities Coordinator







Event Marketing:  All Event marketing will require a Marketing Request, which is submitted to the ED of Public Relations at least 4 weeks prior to the event

The Event marketing has been requested and a copy of the request is attached (This 
item requires the signature of the ED of Public Relations)

Executive Director







  
Executive Director of Public Relations
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